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PREFACE 


Air  Force  temporary  duty  <TDY)  travel  policy  is  fragmented 
in  many  directives.  The  main  reason  for  development  of  this 
guide  is  to  consolidate  certain  areas  of  the  fragmented  policy. 
This  travel  guide  is  designed  to  be  a  single  source  document 
that  provides  general  information  to  the  novice  or  infrequent 
traveler  who  is  scheduled  to  perform  a  normal  TDY. 

A  normal  TDY  is  defined  in  this  guide  as  funded  temporary 
duty  of  less  that  30  days  that  d2es_noi  involve  (1>  attendance 
of  formal,  flying,  missile  or  special  training  courses  or  (2) 
support  of  contingency  operations.  The  Consolidated  Base 
Personnel  Office  (CBPO)  staff  will  advise  traveler  of 
requirements  for  TOYs  that  involve  training.  Also,  AFP  28-4, 
USAF  Mobility  Planning,  and  the  Unit  Mobility  Officer/NCO  will 
provide  guidance  for  TDY  requirements  in  support  of  contingency 
operations.  While  the  primary  focus  of  this  guide  is  on  funded 
"normal"  TDY,  a  chapter  is  devoted  to  unfunded  permissive  TDY. 

This  guide  is  not  designed  to  be  the  last  word  on  policy 
the  directives  do  that.  It  is,  however,  designed  to  furnish 
general  but  detailed  information  concerning  some  areas  of  TDY 
travel.  The  objective  is  to  provide  concise  direction  under 
one  source  and  thereby  eliminate  the  need  to  consult  several 
directives  to  determine  policy. 
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Chapter  One 


INTRODUCTION 

Ii£EQ.£QB.Iii£.SUI12E 

Frustration  is  often  the  case  for  the  military  member  when 
preparing  for  a  temporary  duty  <TDY)  assignment,  during  the 
TDY,  and  when  documenting  the  claim  for  reimbursement 
afterwards.  This  frustration  is  especially  true  if  one  is  net 
a  frequent  traveler  and  most  certainly  if  one  has  never  been  on 
TDY  before.  The  reason  is  in  the  difficulty  one  faces  in 
obtaining  the  answers  to  innumerable  questions  which  arise  as  a 
result  of  a  TDY.  Some  questions  often  asked  are;  who  approves 
the  TDY  request,  who  authenticates  and  reproduces  orders,  can 
one  get  advance  pay,  what  mode  of  travel  does  one  use  and  who 
makes  the  decision  and  arrangements,  what  is  a  TR,  how  much 
travel  time  is  authorized,  what  type  support  is  authorized  at 
the  TDY  location,  what  is  a  reimbursable  expense,  and  when  does 
one  file  a  travel  claim  and  what  type  correspondence  is  needed 
to  file.  These  are  but  a  few  of  the  myriad  of  questions  often 
asked  by  the  novice  or  infrequent  traveler.  So  where  does  one 
go  to  get  the  answers?  Many  places,  and  that  is  the  basis  for 
the  frustration.  There  is  no  single  publication  that  is  ail 
inclusive  of  Air  Force  TDY  travel  policy. 

EQ£i£I-i5_EEE£M5NIgS 

As  it  now  stands,  travel  policy  for  Department  of  Defense 
military  personnel  is  described  in  Volume  1,  Joint  Travel 
Regulations  <JTR),  Members  of  the  Uniformed  Services.  In 
addition,  the  United  States  Air  Force  has  published  further 
direction  regarding  control  of  travel.  This  policy  guidance  is 
dispersed  among  three  different  functional  areas;  the 
comptroller,  administration,  and  transportation  functional 
areas  and  promulgated  in  the  regulations  of  each.  Since  each 
functional  directive  focuses  on  its  own  area  of  re spons ib i 1 1 t y , 
no  single  regulation  exists  which  could  be  used  as  an 
authoritative  source  by  the  TDY  traveler.  For  example,  the 
administrative  aspects  of  TDY  travel  are  governed  by  Air  Force 
Regulation  (AFR)  10-7,  Administrative  Orders.  Accounting  and 
Finance  requirements  are  prescribed  by  AFR  177-103,  Travel 
Transactions  at  Base  Level.  Traffic  management  functions  are 
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published  in  Air  Force  Manual  <AFM)  75-2,  Military  Traffic 
Management  Regulation,  and  in  AFR  75-8,  Movement  of  Personnel. 
As  a  consequence,  several  directives  have  to  be  researched  in 
order  to  obtain  complete  policy  guidance. 

This  guide  consolidates  pertinent  policy  now  fragmented  in 
these  and  other  related  directives  as  it  pertains  to  normal 
temporary  duty  travel  performed  by  Air  Fo.rce  military 
personnel.  A  normal  TOY  is  defined  in  this  guide  as  funded 
temporary  duty  of  less  than  30  days  that  does  not  involve 
formal  training  or  support  of  contingency  operations.  Unfunded 
permissive  TOY  is  discussed  in  Chapter  Five.  The  overall  focus 
of  the  guide,  however,  is  on  responsibilities  of  the  service 
agencies  and  individuals  that  are  key  players  in  the  normal  TOY 
administrative  cycle. 


MMQ.QQSS.Mkiai2 

The  performance  of  official  TOY  travel  by  military 
personnel  involves  a  cycle  of  close  interaction  by  several 
offices  and  individuals.  The  commander  or  orders  approving 
official  determines  the  need  for  the  TOY  and  approves  requests 
for  special  authorizations.  The  Base  Director  of 
Administration  or  a  representative  authenticates  travel  orders 
and  reproduces  .suff ic lent  copies.  The  Transportation  Officer 
or  representative  selects  and  arranges  the  most  effective  and 
cost  efficient  mode  of  travel.  The  comptroller  staff  verifies 
funds  are  available  prior  to  publication  of  orders,  computes 
traveler  entitlements,  and  promptly  pays  travel  claims. 


Chapter  Two 


ADMINISTRATIVE  PROCEDURES 

EXEL&Ji&IiQN.QE_IEBiiS 


l£§ygl-Qc^g£ 

A  travel  order  is  a  written  instrument  issued  by  a 
competent  authority  that  authorizes  official  travel.  DD  Form 
1610,  Request  and  Authorization  for  TDY  Travel  of  DOD 
Personnel,  is  used  to  publish  TDY  orders. 

Qi:d£rs_I§sulng.or_ABBr22ilia.Q£li£ili 

This  official  is  the  competent  authority  mentioned  above 
who  determines  need  for  an  order,  requests  its  publication, 
justifies  special  authorization,  and  approves  claims  for 
reimbursing  items  not  authorized  in  the  order  or  which  require 
administrative  approval.  Usually  they  are  commanders  or  their 
designated  representatives. 

Authentication  is  the  process  that  makes  an  administrative 
order  official.  Placement  of  a  'seal*  or  signature  in  the 
authentication  section  of  the  orders  and  issuance  of  a  special 
order  number  with  date  authenticates  that  order. 

&u£bgQ£isitlQa.Sliisigi 

The  authenticating  official  is  the  person  designated  to 
authenticate  orders  for  the  commander  who  has  the  authority  to 
publish  them.  This  person  usually  is  a  member  of  the  staff  in 
the  office  of  the  Base  Director  of  Administration. 

Sce£lai_£iU£^ori2§llSB 

A  special  authorization  is  something  that  adds  to  the  cost 
of  normal  travel.  For  example,  a  special  authorization  is 
needed  to  hire  a  rental  car.  A  request  for  special 
authorization  is  prepared  on  AF  Form  1820, 

Request /Just i f icat i on  for  Special  Authorization. 
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Privately  owned  conveyance  normally  means  the  traveler's 
privately  owned  motor  vehicle,  but  it  can  also  mean  a  privately 
owned  aircraft  or  boat. 


A  need  for  temporary  duty  is  a  determination  made  by 
almost  anyone  Internal  or  external  to  your  organization.  It 
could  result  from  a  previously  budgeted  and  scheduled  event  or 
could  be  an  unscheduled  out  of  cycle  requirement.  Regardless 
of  the  source  that  established  the  need  for  the  TDY,  the  next 
step  is  to  seek  approval  from  the  orders  issuing  official  and 
start  the  administrative  process  or  cycle  that  will  eventually 
produce  official  TDY  orders  for  the  traveler. 


IB&^EBBB/QEQ£BS.ISSL[INS.Q££I£I^L.B£§pQNSISIL1IISS 
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The  traveler  or  the  administrative  staff  that  provides 
support  will  type  or  prepare  OD  Form  1610  in  accordance  with 
AFR  10-7,  Administrative  Orders.  The  Base  Director  of 
Administration  (DA),  Special  Orders  Section,  usually  publishes 
a  simplistic  guide  to  follow  when  preparing  DD  Form  1610.  One 
such  guide  is  reprinted  at  Appendix  B.  This  guideline  for 
preparation  of  DD  Form  1610  was  developed  by  the  Maxwell  AFB  DA 
office.  Before  you  start  typing,  some  decisions  need  to  be 
made  concerning  mode  of  travel  and  special  authorizations  that 
may  apply. 

tl2d£.2l-l£:iQSBS£:tali2Q 

In  preparing  orders,  item  12,  Mode  of  Transportation,  of 
DD  Form  1610  is  normally  left  blank.  This  gives  the  Traffic 
Management  Office  (TMO)  the  option  to  pick  the  best  method  of 
travel.  TMO  support  will  be  discussed  in  Chapter  Three.  For 
now,  just  note  that  the  orders  issuing  official  has  the  option, 
with  traveler's  input,  to  select  the  mode  but  adequate 
justification  is  necessary.  In  other  words,  the  reason  must  be 
mission  related  and  not  for  convenience  to  the  traveler.  Also 
note  that  one  mode  of  authorized  travel  is  by  privately  owned 
conveyance  (POO.  Traveler  may  drive  personal  car  with  orders 
approving  official  approval  and  receive  reimbursement  as  stated 
on  this  section  of  the  DD  Form  1610.  Excess  travel  time,  over 
the  normal  authorized  one  day  there  and  one  day  back,  is 
chargeable  to  leave. 
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Another  area  under  POC  is  ‘more  advantageous  to 
government*  which  means  that  per  diem  allowances  are  payable 
for  the  actual  time  necessary  to  perform  the  directed  travel. 
Generally,  one  day  of  travel  time  will  be  allowed  for  each  300 
miles  of  the  official  distance  when  travel  is  performed  by  POC. 
Reimbursement  of  actual  expenses  incurred  for  the  operation  of 
a  privately  owned  auto  are  usually  limited  to  fuel,  oil, 
parking  fees,  ferry  fares,  and  road,  bridge,  and  tunnel  tolls. 
See  JTR  Vol  1,  paragraph  4203,  for  reimbursable  expenses  when 
POC  other  than  private  auto  is  used.  An  AF  Form  1820  must  be 
prepared  by  the  traveler  and  approved  by  the  orders  issuing 
official  if  this  mode  is  selected. 

a£-£S£!i-182S..._S&ail£A£Z!ZiiA£lliS2£laQ-iR):-SB£Sial_&u£]22):i22JkifiQ 

As  you  know  by  now,  the  traveler  prepares  the  AF  Form  1820 
to  justify  special  authorizations.  There  are  no  hard  rules  or 
established  format  for  preparing  this  form.  AFR  10-7, 
paragraph  2-30,  lists  factors  to  consider  in  determining 
special  authorizations.  As  a  general  rule  keep  in  mind  that 
justification  must  be  based  on  advantages  to  the  government. 
Convenience  to  traveler  is  not  reason  for  special 
authorizations.  Therefore,  member  needs  to  prove  to  the  orders 
issuing  official,  for  example,  that  hiring  a  rental  car  at  the 
TOY  location  will  save  government  funds  vis-a-vis  total  cost  of 
taxi  fees.  TMO  has  cost  figures  or  can  get  them  for  you. 

The  top  section  of  AF  Form  1820  lists  specific  needs  that 
require  special  authorization.  Member  will  prepare  an  AF  Form 
1820,  sign  it,  and  forward  to  the  orders  issuing  official  for 
approval.  Insure  typist  includes  approved  special 
authorizations  in  item  16  of  DD  Form  1610.  The  AF  Form  1820 
should  be  approved  by  the  orders  issuing  official  before 
including  special  authorizations  in  the  orders.  This  official 
will  keep  the  completed  AF  Form  1820  on  file.  An  AF  Form  1820 
is  at  Appendix  C. 

£s££iaQ-IcaY&l 

Traveler  should  advise  the  orders  issuing  official 
immediately  when  travel  is  to  foreign  locations.  This  official 
needs  to  assure  the  USAF  Foreign  Clearance  Guide  is  complied 
with  before  travel  begins.  Also,  suggest  the  traveler 
follow-up  to  assure  the  required  message  is  sent.  Unnecessary 
delays  are  often  caused  when  a  message  requesting  country 
clearance  is  not  released  at  the  appropriate  time  by  the  unit 
providing  the  traveler  with  administrative  support.  Most  bases 
have  a  limited  number  of  copies  of  the  USAF  Foreign  Clearance 
Guide.  Base  Operations  normally  maintains  one  copy. 


am£E.IBA!fSL&B-SSSCQIISIfiILIII£S 
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Air  Force  Manual  30-130,  Voluae  II,  provides  specific 
requirements  for  duty  status  and  deployne^nt  availability 
reporting.  Basically,  unit  commanders  must  report  to  CBPO 
anytime  an  individual  is  absent  or  is  projected  to  be  absent 
from  duty. 

Traveler  is  therefore  required  by  this  directive  to  call 
or  report  in  person  to  the  unit  orderly  room  on  the  last  duty 
day  prior  to  the  TOY  effective  date  and  confirm  departure  date. 
Likewise,  traveler  returning  from  TOY  must  call  or  report  in 
person  to  the  orderly  room  on  the  day  of  return  or  not  later 
than  the  morning  of  the  first  duty  day  after  return  from  TOY  to 
verify  return  date. 

Failure  to  sign  out  and  in  will  hamper  CBP0*s 
reponsibil ity  to  maintain  accurate  data  on  an  individual's  duty 
status  and  availability  for  deployment  during  contingencies. 

Travelers  should  check  the  expiration  date  of  dependent  ID 
cards  before  departing  on  a  lengthy  TDY.  Sponsors  sign 

the  ID  application  before  the  CBPO  Customer  Service  staff  can 
issue  a  new  dependent  card.  Plan  ahead  and  prevent  undue 
hardships  for  your  dependents. 


a£SQUBIIliS.BIiQ.£IBBB£S.BESBQBSIBIL<IIIES 

Once  travel  orders  are  signed  by  the  issuing  official, 
they  are  forwarded  to  the  Travel  Section  of  the  Accounting  and 
Finance  Office  for  verification  that  funds  are  available.  The 
finance  staff  will  initial  the  fund  citation  at  item  19  of  the 
DD  Form  1610. 


QIBE£IQB.QC.&QllINISI6AlIQti_iSA2.BESEQIiS16Il<IIIES 


Proa  the  Accounting  and  Finance  Office,  orders  are 
forwarded  to  the  Special  Orders  Section  in  the  DA  office  for 
authentication  and  reproduction.  Member  should  allow  plenty  of 
lead  time.  The  DA  folks  normally  need  five  work  days  to  get 
your  orders  out.  Of  course  there  are  always  exceptions  that 
require  special  handling.  Orders  are  usually  returned  to  the 
traveler  through  the  base  distribution  system.  With  sufficient 
copies  of  travel  orders  in  hand,  member  is  now  ready  to  visit 


Chapter  Three 


As  Mentioned  in  Chapter  Two,  the  orders  Issuing  official 
has  the  option  to  "direct*  travel  by  a  specific  node.  For 
example,  the  urgency  of  the  mission  nay  dictate  commercial 
transportation  be  used.  Another  example  is  when  the  orders 
issuing  official  directs  travel  by  military  air  perhaps  due  to 
shortage  of  unit  TOY  funds.  The  point  is  that  when  travel  is 
"directed"  by  a  specific  node  and  so  noted  in  item  12  of  TOY 
orders,  then  that  node  must  be  used. 


TRANSPORTATION  PROCEDURES 

SGKEBAL 

The  Traffic  Management  Office  (TMO>  provides  a  variety  of 
services  to  the  TOY  traveler.  TMO  maintains  familiarity  with 
schedules,  services,  facilities,  rates,  fares,  charges,  and 
traffic  agreements  of  commercial  carriers.  Traveler  should  not 
hesitate  to  give  this  office  a  call  when  evaluating  options  on 
selection  of  the  most  cost  effective  mode  of  transportation 
given  specific  circumstances  of  the  TDY  requirement.  TMO 
issues  Government  Transportation  Requests  (GTR)  for  commercial 
transportation  and  Military  Airlift  Command  (MAC) 

Transportation  Authorizations  (NTA>  for  transportation  by 
military  owned  or  controlled  aircraft.  GTRs  and  MTAs  are  often 
referred  to  simply  as  a  "TR."  TMO  will  also  monitor  activities 
of  the  Scheduled  Airlines  Traffic  Office  (SATO),  arrange 
reservations  for  use  of  rental  vehicles,  and  prepare  requests 
for  redemption  of  unused  tickets  or  transportation  requests. 

S£UGQULGQ.AIBUINGS.IB&EEI£.QEEI£G.iS&IQ2 

SATO  is  usually  located  in  the  TMO  facility.  This  office 
is  responsible  for  issuance  of  commercial  air  travel  tickets 
when  presented  with  a  travel  request  issued  by  TMO.  SATO  will 
also  distribute  payments  to  servicing  airlines  and  issue 
refunds  of  unused  tickets.  Some  SATOs  also  act  as  agents  for 
rail  and  bus  lines  companies. 


ClB6£IEQ.BQQE.QC.lBBtiSEQBlBllQII 


8 
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Traveler  Must  report  to  TMO  with  at  least  three  copies  of 
TOY  orders.  TMO  will  sake  coaMercial  reservations  and  issue  a 
GTR.  Take  the  GTR  to  SATO  for  issuance  of  travel  tickets. 
Traveler  is  not  authorized  to  nake  own  travel  arrangements. 

IcaY£i.Cix:fifi£fid.bX-lliii£Bcx.QxQ£d.sc_£sQlcfiil£d.&lc£ca££ 

All  organizations  have  a  designated  individual,  who  nay  or 
nay  not  be  assigned  to  traveler's  organization,  who  is 
authorized  to  coordinate  information  on  operational  support 
airlift  requirements.  This  individual  is  called  a  Mission 
Request  Validator  (MRV).  The  traveler  is  responsible  for 
notifying  the  MRV  of  travel  needs.  The  MRV  will  coordinate 
flight  reservations  with  Hq  Military  Airlift  Command  (MAO  at 
Scott  APB  and  notify  the  traveler  when  MAC  confirms 
reservations.  TMO  will  then  issue  a  MTA  to  the  traveler.  The 
MTA  will  be  given  to  the  Passenger  Service  representative  at 
Base  Operations  on  the  date  of  departure.  Provide  TMO  with  at 
lease  three  copies  of  TOY  orders. 

«UEH-bQQ&-Q£.IBANSEQBI&IlQIl.IS.liQI.QIBe£lEB 

Traveler  must  report  to  TMO  with  at  least  three  copies  of 
TOY  orders.  TMO  will  determine  the  mode  of  transportation  to 
be  used  when  a  particular  node  of  travel  is  not  directed  in  the 
travel  orders.  TMO  considers  the  requirement  of  the  mission, 
material  savings  of  actual  productive  time,  subsistence,  per 
diem  allowance,  availability  and  reliability  of  service, 
comfort  and  desires  of  the  traveler,  and  then  issues  a  GTR 
requesting  commercial  transportation  or  a  MTA  for  government 
transportation.  Military  personnel  must  accept  routing  by 
military  aircraft  when  TMO  says  it  meets  mission  needs  given  in 
travel  orders. 


BEL1E&SE.QE.BSSEBXAIIQIIS 

Traveler  is  responsible  to  cancel  reservations  immediately 
in  the  event  circumstances  prevent  the  use  of  accommodations 
reserved.  Further,  traveler  is  required  to  present  unused  GTR, 
MTA,  or  carrier  tickets  to  TMO.  TMO  will  prepare  DD  Porn  730, 
Receipt  for  Unused  Transportation  Request  and/or  Tickets 
Including  Unused  Meal  Tickets.  Traveler  will  attach  DD  Form 
730  to  the  travel  settlement  voucher. 

DEIIIEB.BgABQIBfi.£QI]EEIiSBIIQB 

Most  United  States  scheduled  air  carriers  require  payment 
of  liquidated  damages  in  certain  situations  if  the  carriers 


fall  to  provide  confirmed  reserved  space.  Compensation  under 
these  circumstances  must  be  made  payable  to  the  Treasurer  of 
the  United  States  and  forwarded  to  the  traveler's  Accounting 
and  Finance  Office  (APO>.  See  paragraph  16-59,  APR  177-103, 
Travel  Transactions  at  Base  Level,  for  further  details. 


XQLUlIIAfiI.aEAI.fi6LEaS&^QtlSENSAIIQII 

If  a  traveler  relinquishes  a  confirmed  air  carrier  seat 
voluntarily  and  the  resultant  delay  does  not  Impinge  upon  the 
performance  of  official  duty  and  does  not  result  in  additional 
expenses  to  the  government,  then  the  traveler  Is  authorized  to 
keep  any  monies  paid  by  the  carrier.  Under  these 
circumstances,  delays  that  cause  additional  expense  must  be 
reimbursed  to  the  government  but  the  traveler  may  still  keep 
the  excess  monies  paid  by  the  carrier.  Also,  appropriate  leave 
must  be  charged  for  additional  time  away  from  the  permanent 
duty  station  because  of  the  delay.  Under  no  circumstances 
should  traveler  relinquish  a  confirmed  seat  voluntarily  if  the 
delay  Impinges  upon  performance  of ^he  mission. 


EQIQB.XEUICLE.6ENIAL.SEBXICES 

As  mentioned  in  Chapter  Two,  a  completed  AP  Form  1820  is 
the  Instrument  that  authorizes  use  of  a  rental  vehicle.  TMO 
will  not  issue  a  TR  to  procure  motor  vehicle  rental  services. 
However,  the  THO  staff  Is  responsible  to  provide  Information 
and  assistance  in  the  selection  of  the  rental  service  to  use 
and  in  the  selection  of  the  size  vehicle  that  Is  the  most 
fuel-efficient  and  that  meets  mission  requirements.  Services 
usually  available  are  General  Services  Administration  (GSA> 
interagency  motor  pools,  GSA  commercial  contractors,  and 
commercial  rental  companies  that  maintain  discount  agreements 
for  DOO  travelers  on  official  business.  Once  type  of  service 
Is  selected,  THO  can  make  reservations  for  the  traveler. 

EAItlEBZ.EgB_BQIQB.XEmSl<E.BEBIBL.SEBXl£ES 
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Traveler  will  not  pay  directly  for  this  service.  Rentals 
are  billed  to  the  Accounting  and  Finance  Office  (APO)  that 
supports  the  traveler.  However,  a  copy  of  GSA  Form  312,  Daily 
Motor  Vehicle  Trip  Ticket,  must  be  submitted  with  the  travel 
voucher.  Traveler  will  obtain  this  form  from  the  GSA  office  at 
the  time  she/he  takes  possession  of  the  GSA  vehicle. 


fiaA.£fiiificslai.£sQ£cas£&c-BfiD£ais 


Rental  fees  nay  be  billed  to  the  using  organization's  APO 
but  traveler  is  encouraged  to  sake  payments  in  cash,  by  check 
or  use  personal  credit  cards  acceptable  to  the  contractor.  If 
personal  payment  is  made,  provide  a  copy  of  the  rental 
agreement  to  the  APO  to  support  claim  for  reimbursement.  Ask 
your  THO  which  method  of  payment  they  recommend.  Traveler  is 
authorized  a  cash  advance  to  pay  for  car  rental  services. 

£SllfiC&lAi.B&Q£aift 

Payments  to  companies  like  Avis  or  Budget  will  be  made 
with  funds  received  through  a  travel  advance  or  with  the 
individual's  personal  credit  card  or  personal  funds.  Again, 
keep  all  receipts  to  support  claim  for  reimbursement. 

iQSRCAQSfi 

GSA  Motor  .fool, .Vebigle  .■  Pull  coverage  is  provided. 

fiSA.£&llfiCSlal_£fiQ£cas£SC-B£&£Aix  Pull  coverage  is 
prov Ided. 

£9ipercial  Rental  Companies.  These  companies  provide  a 
deductible  clause  for  collision  coverage  as  part  of  the 
contract  fee.  The  government  will  make  reimbursement  up  to  the 
deductible  amount  for  repairs  to  an  automobile  damaged  in  the 
performance  of  official  business.  If  the  traveler  purchased 
the  full  waiver  at  an  additional  charge  in  connection  with 
renting  an  automobile  Ki^blQ  the  United  States,  then  that 
optional  coverage  ggt  reimbursable.  If  the  traveler 
purchased  the  full  waiver  at  an  additional  charge  in  connection 
with  renting  an  automobile  sjilsldfi  the  United  States,  then  that 
optional  coverage  Xs  reimbursable.  Again,  keep  all  receipts  to 
support  travel  claim. 

ttlii£aEX-li:allls.IlAaAafiBfiQ£_£sBBaQd_<BIB£2 

MTMC  is  the  DOD  agency  responsible  for  publishing  a  list 
of  participating  vehicle  rental  companies  in  the  Pederal  Travel 
Directory,  which  is  available  at  the  local  THO.  Additional 
information  my  be  obtained  from  the  Commander,  Military  Traffic 
Management  Command,  ATTN:  MT-PT,  56611  Columbia  Pike,  Palls 
Church,  VA  22041-5080. 


USE.gC_AEBQ_££Sfi_AIB£BBEI 

The  use  of  Aero  Club  owned  aircraft  will  not  take 
precedence  over  normal  government  conveyance.  When  the  use  of 


such  aircraft  is  authorized  for  official  duty  travel, 
re iaburseaent  will  be  the  lesser  of  actual  necessary  expenses 
or  the  cost  to  the  governaent  for  coaaercial  transportation. 

When  a  group  of  two  or  aore  travelers  is  authorized  to 
accoaplish  official  duty  travel  in  Aero  Club  aircraft, 
re iaburseaent  to  the  traveler,  who  is  responsible  for  the 
aircraft,  will  be  the  lesser  of  actual  neoessary  expenses  or 
the  aggregate  equivalent  coaaercial  transportation  costs  to  the 
governaent  for  the  group.  Other  aeabers  of  the  group  shall 
receive  no  payaents  for  the  transportation  in  the  Aero  Club 
aircraft.  Necessary  expenses  incurred  include  the  hourly  fee 
iaposed  by  the  Aero  Club,  fuel  charges  if  not  reiabursable  by 
the  Aero  Club,  landing  and  tie-down  fees  <to  include  hangaring 
of  aircraft  under  severe  weather  conditions)  charged  at  en 
route  and  destination  airports.  Per  diea  is  payable  to  all 
aeabers  using  this  node  of  transportation  for  official  duty 
travel  for  the  actual  tine,  including  necessary  delays,  up  to, 
but  not  aore  than,  the  anount  which  would  have  been  payable  if 
coaaercial  transportation  had  been  used. 


Traveler  will  request  special  authorization  on  AP  Porn 
1820  (discussed  in  Chapter  Two).  Orders  issuing  or  approving 
official  is  the  final  authority  for  approval. 


Chapter  Pour 


FINANCE  PROCEDURES 


fiCNEBAL 

Military  aeabers  of  the  United  States  Air  Force  are 
authorized  additional  funds  to  defray  costs  incurred  during 
official  TDY.  The  rules  for  per  dies  allowances  are  varied, 
coaplez  and  are  documented  in  Volume  1  of  the  Joint  Travel 
Regulation  (JTR)  and  supplemented  by  APR  177->103,  Travel 
Transactions  at  Base  Level.  In  this  chapter,  we  will  address 
issues  concerning  government  financial  support  of  TDY 
travelers.  The  focus  will  be  on  those  issues  most  likely  to  be 
encountered  while  on  a  normal  TDY  that  involve  entitlements  and 
documentation  required  tj  support  claims  for  reimbursement. 
Members  should,  however,  review  directives  or  seek  help  from 
the  Accounting  and  Finance  Office  to  obtain  details  not 
discussed  in  this  general  overview  of  TDY  finance  procedures. 


ACXAli£E.EUIiQS 
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Advance  of  funds  prior  to  departure  on  TDY  is  authorized 
to  defray  justified  and  allowable  expenses  expected  to  be 
incurred  in  the  performance  of  official  travel.  The  base 
Accounting  and  Finance  Office  (AFO>  will  determine  the  amount 
of  the  advance  based  on  the  known  conditions  associated  with 
the  travel  and  the  traveler's  request.  AFOs  usually  pay  up  to 
80%  of  the  total  estimated  authorized  and  allowable  expense  the 
traveler  expects  to  incur  during  the  travel.  Payment  of  full 
advance  not  to  exceed  that  estimated  authorized  amount  is  also 
permitted  in  certain  circumstances. 

Zil£.2X.£aXl£D£ 

The  advance  is  normally  not  paid  more  than  three  workdays 
before  the  traveler  departs  the  permanent  duty  station  on 
official  travel.  Traveler  must  report  to  the  Travel  Section  of 
the  APO  with  copies  of  TDY  orders  to  request  an  advance. 


AddlUsaal-Adxaasfi 


For  second  or  additional  advance,  traveler  must  submit  a 
request  with  lodging  receipts  and  other  evidence  of  authorized 
expenses  to  the  TDY  base  APO. 


IfiAXGL-SIAiyS 
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Traveler  is  entitled  to  travel  and  transportation 
allowance  as  authorized  in  accordance  with  existing  regulations 
but  only  while  actually  in  a  "travel  status."  Travel  status 
begins  at  the  time  member  leaves  his/her  place  of  abode, 
office,  or  other  point  of  departure  and  ends  when  member 
returns  to  place  of  abode,  office,  or  other  point  of  arrival  at 
the  conclusion  of  trip. 

Bfi9lQQiQg-sl_IcaY£i_S£a£M& 

When  member  departs  home  and  proceeds  to  transportation 
terminal,  then  per  diem  begins  when  member  departs  from  home. 
When  member  departs  home  and  proceeds  to  office  or  another 
point  of  duty  and  then  to  the  transportation  terminal,  then  per 
diem  begins  when  member  departs  from  office  or  another  point  of 
duty. 

EQdlQ9.sX.IC9X&i.S£a£Ma 

When  a  member  returns  to  terminal  and  proceeds  hone,  then 
per  diem  ends  when  member  arrives  hone.  When  member  returns  to 
terminal  and  proceeds  to  office  or  other  point  of  duty  and  then 
home,  then  per  diem  ends  when  member  returns  to  office  or  other 
point  of  duty. 


ee6.QIGtf.AL£<QHAN£ES 
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Per  diem  is  payable  for  whole  days  or  partial  days.  The 
percentages  indicated  below  are  allocated  for  each  commercial 
meal  and  element  of  the  per  diem  allowance  regardless  of 
location: 


Euii_Qaxa 


EVENT 


PERCENTAGE  OF 

IQ1AL.E&1D _ 


BREAKFAST 

LUNCH 

DINNER 

MISCELLANEOUS 

LODGING 


13% 

13% 

13% 

7% 

.siai 

100% 


EVENT 


PERCENTAGE  OP 

IQiaL-C&IB _ 


BREAKFAST 

LUNCH 

DINNER 

MISCELLANEOUS 

LODGING 


8% 

10% 

21% 

7% 

Sii 

100% 


Ba£fia_£aKAblfi 


Rates  of  travel  per  diem  allowances  are  as  prescribed  In 
Appendices  A  and  F  of  the  Vol.  1  JTR  for  travel  outside  the 
United  States  and  in  Chapter  4,  Part  k,  and  Appendix  L,  Vol.  1 
JTR  for  travel  within  the  United  States.  A  sample  page  of 
Appendix  A  to  Vol.  1  JTR  is  at  Appendix  D  to  this  guide.  The 
location  of  the  member  at  2400  of  each  day  generally  determines 
the  applicable  rate  of  per  diem  for  the  day. 


LEAXE.yUl(iB.Qli.ICI 


SfiDfical 

A  member  on  TDY  may  be  authorized  leave  before,  after  or 
in  the  middle  of  a  TOY. 

When  leave  is  authorized  before  or  after  the  TDY,  state 
the  dates  involved  and  the  complete  leave  address  in  Item  16  of 
travel  order,  DD  Form  1610,  Request  and  Authorization  for  TDY 
Travel  of  DOD  Personnel.  After  completion  of  TDY  and  leave, 
member  will  provide  leave  and  TDY  date  data  in  item  1  of  DD 
Form  1351*2,  Travel  Voucher  or  Subvoucher.  Preparation  of  AF 
Form  988,  Leave  Request/Authorization,  Is  not  required. 


AP  Form  988,  however.  Is  required  if  member  takes  leave 


froM  and  returns  to  the  TOY  location.  The  TDY  unit  will  Issue 
and  report  leave  to  TDY  base  APO.  Meaber  is  required  to  attach 
a  copy  of  AP  Porn  988  to  travel  voucher. 


USE.QE.&QS2GBIlllBIiI.E&£ILIIIES 
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Governnent  quarters  and  ness  facilities  nust  be  used  to 
the  naxinun  extent  possible  at  the  TDY  location.  APR  90-13, 
Directory  of  Governnent  Quarters  and  Dining  Pacilities, 
contains  a  listing  of  Air  Porce  installations  worldwide  and 
shows,  for  each  installation,  whether  these  facilities  exist. 
Extracts  fron  APR  90-13  are  at  Appendix  E. 

QC.E2i:B.13Sl=S_fiaYficai£Qi_fiiiAc££ES.AQd.E£&s 

If  governnent  quarters  or  ness  is  not  available  at  Air 
Porce  locations  listed  in  APR  90-13,  then  traveler  nust  ask  for 
this  forn  to  support  entitlenent  to  a  rate  of  per  dien  based  on 
nonavailability  or  nonuse  of  governnent  quarters  or  governnent 
ness.  The  Accounting  and  Pinance  Office  will  not  pay  traveler 
the  higher  rate  of  per  dien  without  this  forn.  The  TDY  Base 
Billeting  Office  usually  issues  this  controlled  forn  to 
travelers. 

DD  Porn  1351-5  is  not  required  to  support  clains  for  per 
dien  based  on  nonavailability  of  governnent  facilities  when  APR 
90-13  shows  such  facilities  are  nonexistent. 

Traveler  is  encouraged  to  ask  the  APO  staff  before 
departure  for  assistance  or  review  APR  90-13  to  deternine 
availability  of  governnent  facilities  at  the  TDY  location. 

AE-E2i:B_22S2^_S££££a£Q£-2i_fidY£i:2£.EI££S£-=_y2£.S£.fi2X£CDB£Ql 

E£2lli£l£2 

This  forn  is  initiated  by  the  traveler  and  approved  by  the 
orders  issuing  or  approving  official  if  the  use  of  available 
governnent  quarters  or  ness  facilities  would  have  inpaired 
perfornance  of  duties  essential  to  the  nission.  A  blank  AF 
Porn  2282  is  at  Appendix  P.  The  approving  authority  is  the 
final  word  for  issuing  the  statenent  of  adverse  effect.  This 
forn  will  be  the  basis  for  paynent  of  increased  per  dien  for 
neals  or  quarters  or  both  at  those  locations  listed  in  APR 
90-13  where  governnent  facilities  are  available.  See  APR 
177-103,  paragraph  14-7f(l),  for  conditions  on  which  this 
statenent  nay  be  based. 


B6I116UBSABLE.IllS£ELLANBQyS-EXeEI{SES 


Bssfiloti 

A  receipt  to  support  claim  for  a  reimbursable  item  of 
travel  expense  will  be  furnished  for  any  item  in  excess  of  «2S 
when  it  is  practicable  to  obtain  it.  Failure  to  furnish 
receipts  must  be  fully  explained  on  the  r.e imbursement  voucher. 

£a3&B&c£.aad.Xis2.fifi9!ilcfii£Q£a 

Traveler  required  to  obtain  passports  or  visas  for  the  TOY 
as  directed  by  APR  30-4,  Passports,  is  entitled  to 
reimbursement  of  expenses.  Member  that  requires  a  passport  or 
visa  must  report  to  the  Passport  Section  of  CBPO  for 
preparation  of  an  application.  The  administrative  process  to 
acquire  a  passport  or  visa  takes  time,  usually  weeks. 

Therefore,  this  should  be  one  of  the  first  actions  the  traveler 
takes  to  prepare  for  departure. 

lEaX£i£Cl3.£bfiSBfi_S£lBbMCSfiB£Q£ 

Traveler  is  entitled  to  reimbursement  of  expenses  for  the 
purchase  of  traveler's  checks  or  similar  instruments  purchased 
for  the  safe  transportation  of  personal  funds  necessary  for 
normal  expenses  incurred  on  TOY.  Under  certain  circumstances, 
some  AFOs  now  issue  traveler's  checks,  at  no  cost  to  the 
member,  when  advance  funds  are  requested. 

ICBa&B&C£B£lSQ.l2.2C.£CSB.£BC:Cl£C.l££BXBBi3 

Reimbursement  is  authorized  for  the  usual  taxicab,  bus, 
streetcar,  subway,  or  other  public  carrier  and  for  privately 
owned  conveyance  used  for  transportation  to  or  from  carrier 
terminals  and  hone  or  office. 

£b£s!^lQ9.BQd-IcaQBi£i:.2l.fiag9Bg£ 

Expenses  incident  to  checking  and  transfer  of  baggage, 
when  itemized,  are  reimbursable.  The  number  of  pieces  of 
baggage  checked  or  transferred,  or  both,  will  be  shown  on  the 
travel  voucher. 

IlBa 


ICCBinali  Tips  for  handling  of  personal  and  government 
baggage  at  terminals  are  authorized.  The  number  of  pieces  of 
baggage  handled  in  each  category  must  be  shown  on  the  claim. 

An  example  of  government  luggage  is  containerized  volumes  of 
regulations,  reports,  and  checklists  carried  by  Inspector 
General  (IG)  inspectors.  Government  equipment  a  specialist  nay 


require  to  perfora  the  TOY  mission  is  another  example  of 
government  luggage. 

Motel*  Such  tips  are  not  reimbursable  for  handling  of 
personal  baggage  at  hotels.  Tips  for  handling  government 
baggage  at  hotels,  however,  is  reimbursable. 

Iail.aQd.Aii:BSCl.LlB&il&lQfi_QclY£CSx  .  Tips  of  15%  of  the 
fare  is  reimbursable. 

QclY£Ca.Sl.Cx:££-lcaQlBSCtallS&A  Tips  given  to  drivers  of 
hotel  or  airline  vehicles  that  provide  transportation  without 
charge  are  reimbursable  up  to  t.50  for  each  one-way  trip. 

BDtcx-£££a*._Bsacdlaa-Iaz£a«-aQd.SlBllac.C££a 

The  cost  of  airport  taxes,  landing  fees,  port  taxes, 
boarding  taxes,  airport  fees  or  service  charges,  or  other 
similar  mandatory  charges  or  fees  assessed  against  members  on 
departure  from  carrier  terminals  inside  or  outside  the  50 
states,  territories,  or  possessions  or  upon  arrival  at  carrier 
terminals  outside  the  50  states,  territories,  or  possessions 
which  are  not  included  in  the  cost  of  tickets  for  passage  are 
reimbursable . 


IBAXSL.£Qy£UBB«AIiQ.CLAIUS 

lcaY£l.Xsiisb£C 

The  travel  voucher  is  a  claim  if  travel  allowances  are  due 
or  an  advance  or  overpayment  remains  to  be  settled.  The 
traveler  must  submit  a  DD  Form  1351-2,  Travel  Voucher  or 
Subvoucher,  to  the  APO  upon  completion  of  travel  when  monetary 
amounts  are  involved,  such  as  transportation  requests  (TR>, 
advances,  leave,  liquidation  of  obligations,  etc.,  even  if  no 
amount  is  due.  Voucher  must  be  filed  within  five  workdays 
after  completion  of  TOY. 

£aYB£a£-Csil&z 

Air  Force  policy  is  that  vouchers  are  normally  paid  within 
two  workdays  after  day  of  receipt  at  the  AFO. 

Ii:aY£i£i:.B£SB2QSl{2lil£l£a 

While  the  AFO  is  responsible  to  help  travelers  prepare  the 
travel  voucher,  the  traveler  has  primary  responsibility  for 
preparation  of  this  document  and  for  the  truth  and  accuracy  of 
the  information  in  it  and  on  the  substantiating  documentation. 
By  signing  the  travel  voucher,  traveler  authenticates  the 


voucher  regardless  of  who  prepares  It.  Therefore,  the 
signature  nakes  the  voucher  an  official  statement  and  an 
integral  part  of  the  claia.  As  such,  it  is  subject  to  Article 
107,  Unifora  Code  of  Military  Justice  (UCHJ)  and  18  United 
States  Code  (USC)  1001  (false  official  statements);  Article 
132,  UCHJ  and  18  USC  287  (frauds  against  the  Government),  and 
28  USC  2514  (forfeiture  of  fraudulent  claims). 

Bottom  line  -  do  not  sign  a  voucher  that  contains  false 
information. 

Da£a.BfiauiC£d.aQ-QQ.CscB..13Siz2 

Information  required  for  completion  of  DD  Porn  1351-2  is 
mostly  self-explanatory.  However,  items  4  and  8  nay  cause 
confusion.  Traveler  who  uses  privately  owned  conveyance  will 
show  odometer  readings  between  points  traveled  in  item  4. 
Traveler  will  not  use  item  8.  Delay’s  en  route  which  may  be 
chargeable  as  leave  will  be  shown  in  item  1.  A  DD  Form  1351-2 
is  at  Appendix  H.  APOs  usually  provide  a  sample  completed  form 
at  their  customer  service  lobby.  See  APR  177-103,  Chapter  14, 
Preparation,  for  more  detailed  instructions. 

S£AQdacd_EfiCB_iSC2.Il£i^_£iaii.isc-B£lBbiics£BfiQ£.fS£ 

6iB£adi£iic£a.sD.Qlilfilai-fiiiai&££a 

XQX.yi£bia.LiBi£a..fil.££CBaQ£&i.Diiiz.Siaii£Q.iCI2S24.  sp 
1164,  Appendix  G,  is  used  to  file  for  claim  of  transportation 
expenses  incurred  on  TDY  within  member's  PDS  when  mode  of 
travel  is  POV.  If  no  other  expenses  are  incurred,  then 
preparation  of  DD  Form  1351-2  (travel  voucher)  is  not  required. 
Per  diem  for  meals  is  not  authorized  in  this  case. 

TraPSPOr tat  1 9P-allt_TPY_tr9ga^ top »  occasionally  a  traveler 
will  be  billeted  off  base  and  forced  to  rely  on  commercial 
transportation  when  government  motor  pool  service  is  not 
available.  If  trips  from  quarters  to  place  of  TDY  are  too 
numerous  to  document  in  item  5  of  DD  Form  1351-2,  then  use  SF 
1164  to  file  a  claia  for  reimbursement  of  this  expense. 
Preparation  of  DD  Form  1351-2  is  still  necessary  in  this 
situation  to  document  claim  of  other  expenditures. 

lCaX£l.XSllSb£C.E£SlI99£ 

The  traveler  will  provide  the  AFO  with  the  following 
documents  attached  to  the  travel  voucher: 

1.  At  least  three  copies  of  travel  orders  (command 
and  local  procedures  vary) 

2.  Any  DD  Form  1351-5,  Government  Quarters  and  Mess 


3.  Any  copies  of  TRs  issued  by  TMO 

4.  Any  AP  Porn  2292,  Statement  of  Adverse  Effect 

5.  Any  Standard  Porn  1164,  Claim  for  Reimbursement 
for  Expenditures  on  Official  Business 

6.  Any  AP  Porn  988,  Leave  Request /Authorization 
issued  while  TOY. 

Supervisor  of  traveler  is  authorized  to  review  voucher  to 
insure  mission  was  accomplished  as  directed. 

AdBloislcallYfi 

Traveler  should  complete  voucher  using  permanent 
nonerasable  ink  or  typewriter.  Lead  pencil  should  not  be  used 


Chapter  Five 


PERMISSIVE  TEMPORARY  DUTY 

fi&HBBAL 

Permissive  TOY  is  an  authorized  absence  that  does  not 
involve  expenditure  of  governnent  funds.  Permissive  TOY  is  not 
chargeable  as  leave  and  is  authorized  travel  to  attend  a 
variety  of  events,  some  of  which  will  be  discussed  later  in 
this  chapter.  APR  35-26,  Permissive  Temporary  Duty,  prescribes 
basic  policy  and  procedures. 


AQIlIllISlBAII!2E_EBg££SUB&S 


ABBCSYai.Aiiibscl£JC 

Any  official  who  is  authorized  to  direct  funded  TOY  is 
also  authorized  to  approve  up  to  iO  calendar  days  permissive 
TDY. 


Periods  over  10  days  but  less  than  30  days  may  be  approved 
at  base  level. 

Periods  over  30  days  must  be  approved  by  the  Air  Force 
Manpower  and  Personnel  Center  <APMPC>  located  at  Randolph  AFB, 
Texas.  Paragraph  4  of  APR  35-26  provides  details. 

Zx:axfii.Qcdfica 

Traveler  needs  to  use  the  sane  form  as  funded  TDY,  DD  Form 
1610,  discussed  in  Chapter  Two.  APR  10-7,  Administrative 
Orders,  paragraph  2-25,  gives  specific  data  that  must  be 
included  in  item  16,  Remarks.  The  Base  Director  of 
Administration  is  responsible  for  authentication  and 
reproduction  as  with  funded  orders. 


XBAHSEQBlAUQIi 


SftDftcal 

DOD  Regulation  4515. 13-R,  Air  Transportation  Eligibility, 
authorizes  Air  Force  ailitary  personnel  to  use  governaent  owned 
or  controlled  aircraft  while  on  peraissive  TOY.  This  travel  is 
at  no  expense  to  the  ailitary  aeaber  and  .is  authorized  only  on 
a  space  available  basis.  The  policy  applies  within  the 
continental  liaits  of  the  US  (CONUS)  as  well  as  within  and 
between  overseas  areas. 

There  are  18  categories  of  space  required  travel  and  four 
categories  of  space  available  travel.  Peraissive  TOY  falls 
within  Category  3  of  space  available  travel.  While  the  odds 
aay  appear  si  in  to  catch  a  free  ride,  it  certainly  could  prove 
well  worth  the  effort. 

Traveler  desiring  this  type  travel  needs  to  visit  the 
Passenger  Service  facility  at  Base  Operations  with  a  copy  of 
peraissive  TOY  orders. 

Traveler  nay,  of  course,  use  POV  or  connercial 
transportation  at  her/his  own  expense. 

The  nunber  of  days  authorized  include  travel  tine.  Leave 
will  be  charged  when  traveler  exceeds  the  authorized  nuaber  of 
peraissive  TOY  days. 


EIBAB£6.BEfiyiBEBEIIIS 

Even  though  governaent  funds  are  not  used,  traveler  aust 
file  a  "no  pay"  travel  voucher  within  5  workdays  after 
coapletion  of  TOY.  The  sane  fora  used  for  funded  TOY,  DO  Fora 
1351-2,  is  filed.  At  least  one  copy  of  the  peraissive  TDY 
order  oust  be  attached  to  the  travel  voucher. 


«UEB.EEBHlSSlEE.IQI.IIBI.fiE.AEEBQEEC 


SfiDfiCAl 

Attachaent  1  to  AFR  35-26  lists  27  categories  of  events 
that  aay  be  attended  by  Air  Force  ailitary  personnel  on 
peraissive  TDY  status.  Sone  of  these  categories  are:  sports, 
recreation  and  talent  events;  attend  resident  study  under  the 
Operation  Bootstrap  Prograa;  present  inspector  general 
coaplaints;  visit  Major  Coaaand  HQ  (MAJCON)  or  HQ  USAF  to 


discuss  career  plans  and  review  records;  attend  or  participate 
in  Base  Advisory  Council  orientation  trips;  participate  in 
scouting  events;  travel  to  new  duty  station  to  look  for 
off-base  housing;  and  support  the  Organ  Donor  Progras. 

Sose  sports  events  sponsored  by  OOD  provide  for  funded 
transportation.  Paragraph  7b  of  APR  35-26  has  details. 

Again,  conplete  details  of  all  27  categories  and  listing 
of  related  directives  can  be  found  at  Attachaent  1  to  APR 
35-26. 


UfiilAfi.U]Ul£lQ9-IClBA 

This  category  has  been  singled  out  for  further  expansion 
since  aany  consider  pre-aove  trips  a  superb  benefit.  Any 
aeaber  qualifies  who  plans  to  occupy  non-governaent  quarters  at 
the  next  duty  station  and  has  foraal  assignaent  notification. 

A  house  hunting  trip  aay  be  aade  in  advance  of  or  in 
conjunction  with  the  actual  peraanent  change  of  station  (PCS) 
aove.  A  trip  is  also  authorized  in  conjunction  with  an 
official  funded  TDY  in  advance  of  the  PCS  aove.  Only  one  trip 
is  authorized  per  PCS.  A  aaxinua  of  7  days,  including  travel 
tine,  nay  be  approved  for  a  trip  in  advance  of  the  PCS  aove  and 
5  days  when  the  trip  is  in  conjunction  with  the  PCS  aove.  For 
further  details  review  paragraph  24  of  Attachaent  1,  APR  35-26. 

Meabers  who  aake  a  pre-aove  house  hunting  trip  are 
authorized  to  clain  expenses  on  their  individual  incoae  tax 
return.  Authorized  expenses  include  transportation,  seals,  and 
lodging  for  aeaber  and  dependents  while  traveling  to  and  froa 
the  area  of  new  duty  station  and  while  there.  These  expenses 
are  considered  adjustnents  to  incoae.  The  Internal  Revenue 
Service  (IRS)  does  not  set  a  Unit  to  the  nuaber  of  trips 
authorized.  For  further  details  see  IRS  Publication  521, 

Moving  Expenses. 

CANC6LEQ.IBIES 

Traveler  aust  prepare  and  sign  a  stateaent  that  travel  was 
not  perforned.  The  inaediate  supervisor  verifies  the  stateaent 
with  his/her  own  signature.  While  no  specific  foraat  is 
required,  suggest  the  standard  Air  Force  letter  with  the 
iaaediate  supervisor  signing  at  the  first  indorseaent.  Send 
the  stateaent  and  a  copy  of  the  peraissive  TDY  order  to  the 
Travel  Section  of  the  finance  office.  There  is  no  need  to 
revoke  the  order  through  the  Base  Director  of  Adainistration 
since  funds  are  not  involved. 
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(THIS  FORM  IS  SUBJECT  TO  THE  PRIVACY  ACT  OF  1974  •  USE  BLANKET  PAS-  AF  FORM  II.) 


REQUEST  AND  AUTHORIZATION  FOR  TDY  TRAVEL  OF  DOD  PERSONNEL 

(Reftnnet:  Joint  Trovtl  Rogulatioiu) 

Travd  Authorized  at  Indicated  In  Itemt  2  through  31. 


I  DATE  OF 
KCOUESr 


tfQUiST  tot  OttICIM  ItAVfl 


}.  NAME  /’ZmsA  Pbal,  MUdls  InilM)  AND  SSAN 

S.  POSmON  TffiE  AND  GRADE  Ot  RATINC 

4.  OPFICIAl  STATION 

S.  OICANIZATIONAl  ELEMENT 

6.  FHONE  NO. 

7.  TYPE  OF  ORDERS 

1.  SECURITY  CLEARANCE 

«.  PURPOSE  OF  TOY 

IOa  AFftOX.  HO.  OF  DAYS  OF 

TOY  (Ineluding  trmuel  tFnMj 

».  PROCEED  O/ATOawj 

1 1  iTlNEilAJIY 


ri  VAtUTlON  AUTHOKIZEO 


MODE  OF  TtANStOlTATION 


commckui 


•US 


coveeNMChir 


AM 


VEHICLE 


□ 


AS  DCtE*MINEO  IV  AlPROniAtE  tKANSPOlIATION  OFFICE!  (Outrttat 
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travel  overseas  comply  v^lh  the  Foreign  Clearance  Guide  for  passport,  immumtaPon,  and  clearance  requlremeno.  A  ttach  receipts  showing  cost 
of  all  lodgings  used  dating  the  period  of  this  claim.  SUBMIT  Tft  Avci.  voucMM  within  ■  workdays  aptkr  compution  of  travcui 
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PREPARED  BY 
MAXWELL  AFB  DA  OFFICE 

The  following  guidelines  are  provided  to  help  in  the 
preparation  of  OD  Form  1610.  Please  use  this  helpful  guide 
each  time  you  prepare  a  TDY  order.  Should  you  have  any 
questions,  the  information  below  is  listed  in  greater  detail  in 
AFR  10-7,  Administrative  Orders,  or  you  may  call  the  Orders 
Section,  ext  7362. 

^  The  date  you  prepare  the  request,  i.e.,  18  Jun  83. 
NOTE:  If  month  is  abbreviated,  the  year  must  be  abbreviated. 

Ensure  all  names  are  typed  in  capital  letters.  Last, 
first,  middle  initial  and  then  the  SSAN  (without  FR  or  FV 
preceding  the  SSAN).  For  contingency  TDY,  add  AFSC  (DAFSC  for 
officers,  CAFSC  for  airmen)  and  Force  Requirement  Number  (FRN) 
after  each  member’s  name. 

NOTE:  If  an  order  pertains  to  less  than  9  people,  include 

no  more  than  2  in  items  2  through  3;  then  include  in  item  2 
‘See  item  16‘  and  type  the  remaining  in  item  16  (space 
permitting).  For  orders  pertaining  to  more  than  9  travelers, 
or  if  space  in  item  16  does  not  permit  including  names,  include 
‘See  Reverse‘  in  item  2  and  type  all  names  and  applicable 
information  on  plain  bond,  so  they  can  be  reproduced  on  the 
reverse  of  the  order.  At  no  time  will  the  names  be  included  in 
all  three  locations.  (AFR  10-7,  page  2-39) 

Ensure  grade  or  rank  is  typed  in  all  capital  letters. 
Abbreviate  the  rank  in  accordance  with  AFR  11-2.  Far  right 
corner:  Enter  ‘(SIK)‘  for  an  enlisted  traveler  receiving 

subsistence-in-kind  (not  on  separate  rations).  For  those 
receiving  other  than  normal  BAS  type  ‘B‘,  and  ‘BAS-H‘  or 
‘BAS-K‘,  as  appropriate.  (AFR  10-7,  page  2-39) 

iSSB-jl  Enter  in  lower  case  letters,  capitalizing  the  first 
letter  of  each  word,  the  permanent  duty  station,  i.e..  Maxwell 
AFB  AL  36112  (no  comma  between  base  and  two  letter  state 
(abbre V iated) . 

S*  Enter  current  unit  of  assignment  and  office  symbol, 
i.e.,  HQ  3800  ABW/SS. 

It^m  6 ;  Enter  duty  phone  of  individual  with  knowledge  of  TDY. 
This  number  will  be  called  if  questions  arise  or  problems  exist 
with  the  order. 

Xi£a_2i  Enter  in  capital  letters  ‘ROUTINE’  for  regular  TDY. 


Enter  '’REPEATED*',  'BLANKET”  (Only  Comaanders  and  Comnandants 
are  delegated  authority  to  approve  blanket  TOY  orders  for  their 
personnel.  All  Headquarters  Air  University  staff  sections  must 
have  their  requests  approved  by  HQ  AU/CS>.  'PERMISSIVE*,  or 
'CONFIRMATORY',  when  orders  other  than  routine  are  required. 

You  must  refer  to  the  appropriate  paragraphs  2-22  through  2-25 
for  required  statements,  or  see  the  specific  example  that  is 
attached. 

Enter  for  each  member  the  security  clearance  (in 
capital  letters)  only  when  access  to  security  information  is 
required  while  on  TOY.  If  the  sane  security  clearance  applies 
to  all  members  on  the  order,  enter  only  once.  If  no 
requirement  exists,  enter  *NA'. 

I^em  Preceding  the  purpose,  identify  mission  essential 
(MSN)  versus  administrative  travel  (ADM)  using  the  following 
Office  of  the  Secretary  of  Defense  definition:  Administrative 
travel  is  that  for  which  the  fundamental  purpose  qould  be 
achieved  by  alternate  means  or  cancelled  without  impacting 
directly  upon  the  accomplishment  of  essential  or  critical 
mission  objectives.  Enter  (MSN)  or  (ADM)  before  the  purpose. 

DO  NOT  use  general  statements  such  as  'official  business'  or 
*USAP  natters”.  Type  the  purpose  in  upper  and  lower  case 
letters.  When  attending  a  school  or  course  of  instruction, 
include  course  title,  number  of  course  and  Class  ID  (if  unknown 
state:  'This  is  a  course  of  instruction”.),  start  date  and 
graduation  date.  For  those  courses  managed  in  the  Pipeline 
Management  System  (PMS),  also  include  Training  Requester  Quota 
ID  (TRQI)  and  Training  Line  Number  (TLN)  for  each  training 
event.  (If  TRQI  and  TLN  cannot  be  provided  by  the  allocation 
authority,  cite  authority  for  member's  attendance).  (APR  10-7, 
page  2-40.) 

Item  „  lOa;  Enter  approximate  number  of  days  of  the  TDY  plus  two 
days  travel  time  from  the  permanent  duty  station  to  TDY 
location(s)  and  return.  DO  NOT  include  delay  en  route  (DDALV) . 
If  TDY  is  for  30  days  or  more  at  one  location,  the  following 
statement  be  included  in  item  16.  'Pursuant  to  AFR 

30-15,  you  will  report  to  the  Base  Housing  Referral  Office 
servicing  your  new  duty  station  before  entering  into  any 
rental,  lease  or  purchase  agreement  for  off-base  housing.”  For 
permissive  TDY  line  out  the  word  'Approx.'  Air  Force  military 
personnel  will  not  be  placed  on  funded  TDY  (including  travel 
tine  to  and  from)  at  any  one  location  within  a  twelve  month 
period  for  more  than  i79  days  (waivers  require  Secretary  of  AF 
approval ) . 


Item  iOb:  Abbreviate  the  date,  i.e.,  19  Aug  83. 

Not  to  be  used 


indlscr Inlnately  (see  APR  10-7,  Pa9e  2-40,  Itea  11  and  para 
2-31  for  guidance).  This  authorization  should  only  be  granted 
when  it  is  essential  to  the  success  of  the  mission  or  purpose 
of  the  TOY.  Do  not  authorize  variations  in  itinerary  in 
repeated,  blanket,  permissive,  or  confirmatory  orders. 

Itiniyrarv.  Enter  '‘FROH:*  in  all  capital  letters,  followed 
by  the  location  where  the  traveler  is  assigned  or  currently 
located  (in  all  capital  letters).  Directly  underneath,  enter 
*TO:’  in  all  capital  letters  followed  by  the  specific 
location(s)  at  which  TDY  will  be  performed  (in  all  capital 
letters),  for  example,  unit  and  military  installation  (air 
base,  air  station,  site,  test  range,  foreign  government, 
military  installation,  etc)  or  building  and  city,  and  state 
(two  letter  state  abbreviation)  or  country  (completely  spelled 
out).  Underneath  *T0*  enter  'RETURN  TO:*  in  capital  letters. 
Normally  return  will  be  to  traveler's  permanent  duty  station. 
Type  this  in  all  capital  letters. 

-l?Ji  Mode  of  Transportation.  The  nodes  of  transportation 
need  only  be  indicated  when  the  requirements  of  the  mission  to 
be  performed  can  be  net  by  a  specified  mode  of  transportation. 
Approving  Officials  have  at  their  discretion  the  option  to 
direct  modes  of  transportation.  In  these  instances  the 
statement  'Travel  by  (mode)  is  directed*,  is  shown  in  item  16. 


NOTE:  Travel  by  POV  cannot  be  directed.  The  directed  mode 
may  be  modified  to  include  'when  available*.  Servicing  TMO 
could  then  exercise  discretion  and  return  travelers(s)  to  home 
station  by  the  most  economical  method  when  directed  modes  are 
not  available.  If  commercial  air  to  and  from  CONUS  is  being 
used  then  refer  to  APR  10-7,  para  2-30i. 

£i:lvA££iY-Qsaed_£2Q^£yaas£i. 

ESC-IllliiACX  "  Leave  blank  except  when  travel  is 
determined  more  advantageous  to  the  government.  When  more 
advantageous  to  the  government,  include  current  rate  per  mile, 
and  *X'  More  Advantageous  to  Government  block. 

E2E_£i£iiiaQ  -  Leave  blank  unless  the  member  is 
driving  a  POV.  If  driving,  include  current  rate  per  mile  and 
*X*  More  Advantageous  to  Government  block  sc  Mileage 
Reimbursement  block,  whichever  is  applicable. 

NOTE:  When  travel  is  more  advantageous  to  the  government, 
and  there  isn't  a  message /letter  authorizing  this,  an  AF  Form 
1820  must  be  prepared  and  maintained  in  the  office  of  the 
orders  issuing/approving  official.  Include  in  item  16: 
'Justification  for  determining  the  special  author izat ion(s)  in 


'  ^  ^  L"5  ',^'  '/V  *■  >  LT  »T\."mvd  ».  %  .-^v^  i^xrr 


this  order  is  maintained  in  (functional  address  symbol).*  If 
the  traveler  will  accompany  or  be  accompanied  by  other  persons 
in  an  official  travel  status  in  a  privately  owned  conveyance, 
an  appropriate  statement  must  be  included  in  Item  16  giving  the 
names  of  the  persons  involved. 

Item  ,13;  "X*  the  "Per  Diem  Authorized  in  Accordance  with  JTR" 

block.  Very  seldom  will  it  be  ‘Other  Rate  of  Per  Diem*  block. 

Item,,  14;  Complete  on  all  For  Self  Specific  Allotment  Funded 
(local  funds)  TDYs. 

ttem  ^5;  Leave  blank  for  military.  A  civilian  employee  may, 
upon  request,  be  granted  an  advance  of  travel  and 
transportation  allowance  funds.  The  amount  of  this  advance 
will  not  exceed  75\  of  the  total  that  is  due  the  traveler. 
Orders  issuing/approving  official  may  contact  the 
organization's  funds  manager  prior  to  publication  of  order  to 
determine  amount  of  advance  authorized. 

|t^iH_16;  The  following  items  must  be  reflected  in  this  block, 
if  applicable: 

a.  The  RC/CC  Code  will  be  listed  first  if  funded  by  the 
organization  of  the  individual. 

b.  List  any  afi£2iai-aillliaclaaii2a  such  as  excess  baggage 
and  hire  of  special  conveyance  along  with  required  statements 
(see  AFR  10-7,  para  2-30). 

NOTE:  The  orders  issuing/approving  official  is 
responsible  for  determining  the  necessity  for  including  special 
authorization  and  therefore  the  issuing/approving  official  aaal 
Caad  snd  become  familiar  with  AFR  10-7,  para  2-30. 

c.  If  leave  is  to  be  included  in  conjunction  with  TDY, 
indicate  as  follows: 

HiliiaCXi  „  (Number  of  days  ordinary  leave 
authorized  following  completion  of  TDY.  Provide  complete  leave 
address  and  emergency  telephone  number  if  possible). 

Number  of  hours  or  days  of  annual  leave 
authorized,  i.e.,  *7  days  annual  leave  authorized*. 

d.  If  an  order  is  confirmatory,  the  following  statement 

is  required:  ”V0C,  this  stn,  eff  date  of  order,  are 

confirmed,  exigencies  precluded  written  orders  in  advance. 
Submit  a  travel  voucher  within  5  workdays  after  receipt  of 
order* . 


e.  If  TOY  is  over  30  days,  do  not  forget  required  housing 
statement.  (APR  10-7,  para  2-41) 

f.  Authority:  List  this  as  the  last  item  in  the  remarks 
section.  Auth: 

Enlisted:  APR  39-11,  Chap  6  and  any  message  and/or 
letter  pertaining  to  the  TOY. 

Off i  36-20,  Chap  6  and  any  message  and/or 

letter  pertaining  to  the  TOY. 

SXullidQi.  JTR,  Vol  2,  Chap  6  and  any  message  and/or 
letter  pertaining  to  the  TOY. 

When  registration  fee  is  authorized  for  a  military  member  to 
attend  a  non-federal 1 y  sponsored  meeting,  use  APR  30-9  and  JTR, 
Vol  II,  para  M4409,  as  the  authority.  Por  federally  sponsored 
meeting,  use  the  JTR  reference  only.  When  a  registration  fee 
is  authorized  for  civilian  personnel  to  attend  a  non-federal 1 y 
and  federally-sponsored  meeting,  use  JTR,  Volume  II,  para 
C4708,  as  the  authority  in  both  categories. 

When  travel  is  outside  the  CONUS,  include  ‘Assure  USAP  Poreign 
Clearance  Guide  is  complied  with  before  travel  begins. 

<APR10-7,  page  2-43,  para  ah). 

Itf B .  17 •  Not  used  at  <AU). 

‘Type  signature  element  of  orders  issuing/approving 
official  and  complete  with  signature  in  same  block. 

NOTE:  Keep  signature  within  the  confines  of  block  18  as 

much  as  possible  so  as  not  to  obstruct  any  other  items. 

li£a_12i  Plush  with  the  i£li_aAC3iQ  insert  the  following  in 
all  capital  letters: 

DEPARTMENT  OP  THE  AIR  PORCE 
HQ  3800  AIR  BASE  WING  (AU) 

MAXWELL  APB  AL  36112 

TDN;  POR  THE  COMMANDER  (Omit  ‘TDN’  on  Permissive  TDY 
orders) 

The  funds  manager  will  enter  fund  citation  and  CIC  on  the  right 
side  of  this  item  directly  under  the  last  letter  of  the  word 
‘Authorization’  and  certify  with  signature  or  initials. 
Distribution  will  be  shown  in  lower  right  side  of  this  item 
directly  under  the  last  letter  of  the  word  ‘Authorization’. 


1'ype  signature  block  of  authorizing  official. 


21  and  22!  Leave  blank.  To  be  completed  by  Special 
Orders  Section. 


SPgpiAL  NOTE;  If  other  then  normal  distribution  must  be  made, 
so  indicate,  and  if  necessary  attach  a  separate  sheet 
indicating  the  complete  address  element  and  number  of  copies  to 
send. 


REQUEST/JUSTIFICATION  FOR  SPECIAL  AUTHORIZATION 


rO:  (Apdroeing  Offleiel) 

PROM;  (Proleet  Officer) 

OATS 

Raquaw  tho  foltewing  Spaeial  Authoriaationla)  ba  approvad  for  trawalarli)  indicatad  baiow  (Me/er  to permmmph  140,  APH  le-T.i 

4.  □  MONUTIUZATION  OF  AVAIkASkB  •aVZNMMBM 
ANO/ON  MBMIMS  FACIUTIBB 

t.  O  TItAVBk  WITHIN  AMB  ANOUNO  DUTY  BTATIOH 
4.  □  OTHBM  (apMf») 


I.  □  WBCIAk  eONVKVANCB 

□  MBNTAk  CAM  □  TAXI  □  BSA  VKHICbB 

I.  □  FHIVATIkY  eWNBB  CeNVBVANCB  (Inelydlng 
priMOly  awiMd  4lrei«/t;  wmbn  oktbrminbb  to 
■■  MOWK  ADVANTAaCeUS  TO  THK  •OVBRNMBNT 

a.  □  ■xesss  unaccomfanibb  SAaBAac  alcowancb 


IWBTiFiCATieN  (fuUr  /utUfv  melt  Ucm  wpamtaly  and  Identify  tteme  by  item  number.  Continue  on  reverte,  ifneeeemry.  fdenti/y  eU  trmeelen.l 


CBRTIFlCATB  STATBMBNT  -  WMBN  RBNTAk  CAR/BBA  VBNICWB  IB  AUTMONISBO.  I  unBarManB  I  . 

•BrvtaBtwflBfW  (motor  tool)  By  puMntim  4  copy  ot  my  order*,  end  tlw  rwml  tfrawiwnt.  I  unBwmanB  I  will  not 
BibmIB  I  pMfChBW  It  I  will  rent  tlw  I444t  cottly  ^IcN  that  will  wtlify  mlwipn  mqulfmwnw. 


fu«  from  Air  Porea  Ba 
for  optwnol  Inauranoa 


All  WwwBrlia  by  Approylin  OffieBIt/Coordination  Apanetw  Are  on  Reuerie. 

□  APPNOVBO  fTOteUri  □  APPRO VBB  fPwtlally  •  Sm  Hemerbti  □  dibappro vBo 


BATB 


BIB 


CbnsiirrsMBM  fraMribad  Ueillv  (ACr,  TJfO,  afc.; 


S.O.  NO.  and  OATf 


EXTRACT 


Appendix  A,  Part  11 


Members  of  the  Uniformed  Services 


DIRECTORY— CONUS  I.OCATIONS 


Harienfelde  (USAFE) 


STAT^EHT  OF  ADVERSE  EFFECT  •  USE  OF  GOVERNMENT  FACILITIES 

(See  reverse  lor  Privacy  Act  inlormation  and  inalructiona.  Complete  with  ink,  ball  point  pen,  or  typewriter.  Applicable  only  to  periods  in  excess  oi  24  hours! 
name.  SSAN,  •  GRADE  OF  TNAVKLER  |  tSSUINO  ORGANIZATION  AND  STATION  roATE(Sror~oi!oCR  I  TRAVEL  ORDER  N< 


CLAIM  FOR  REIMBURSEMENT 
FOR  EXPENDITURES 
ON  OFFICIAL  BUSINESS 


I  aePAATMENT  OR  ESTAaLISHMENT.  BUREAU.  OlV.SlON  OR  OFFiCE  I  2  i/OUCHER  NUMBER 


Head  the  Privacy  Act  Statement  on  the  bach  0/  this  torm. 


a  NAME  (L4St  hnt.  /noUM  A'NkBi^ 

RANK/GRAOE 

0  SOCIAL  SECURirr  .NO 

c  UAIUNG  ADDRESS  rr'KiUtv^'ieaMr/ 

a  office  TEiEPhONE  number 

6.  EXPENDITURES  (H  fare  claimed  in  col.  (g)  exceeds  charge  tor  one  person.  sh::‘iv  m  col.  (hi  the  number  of  additional  persons  which  accompanied  'ne 
claimant.) 


Sramteenenuxcoavnax.  (H 
^  A*  -Local  travel 
Q  B— Telephone  or  telegraph,  or 

g  C— Other  Expersas  fitenszedt _ 

I  lEipixiii  v^tndxum  m  tptcihc  oeuv  ! 


AMOUNT  CLAIMED 


I  M'LEAO- 

^.\'E 


'  acaitional  space  is  required  continue  on  the  back. 


7.  AMOUNT  CLAIMED  (Total  Of  cols.  (f).  (g)  and  (1).)^  S 


nlliiliiijliilil^H! 


1  I  ms  claim  IS  approved.  Long  distance  te'.  phone  calls,  it  shown,  are  certified  |  to  I  certily  that  this  claim  is  true  .in.l  r-irr.<ri  m  me  n-si  oi  rny  Knowledge  arm 


as  necessary  in  the  interest  ol  the  Government.  (Note:  If  long  distance  calls 
are  mciuried,  the  approving  official  must  have  been  authoraed.  m  wntmg,  by 
me  heaa  o'  thi:-  department  or  agency  to  so  certify  (31  U.S.C.  680a).) 

Sign  (Jnginal  Only 


belief  and  that  payment  or  credit  has  nnt  b-ren  leceived  by  me 
RAVMENT  DESI  RED  Sign  Original  Only 

□  CHECK  □  CASH  M 


CASH  MVMCNT  RtCEIRT 


AReaOVMak 
OFFtCIAL  I 
SMSaMCM  T 


k  OATS 

12  PAYMENT  MAOC  { 

f 

•Y  CHECK  NO  L 

AC(XXJNTING  CLASSIFICATION 


n«*-]to-01 

39 

EacRFtton  te  SP  1 1M 
ipprevee  by  OiRM 

standard  FORM  tIM  (Rcv.ium 
Fracnted  by  OSA,  FFMR  (CFR  41)  101.7 

-  ■— — . . 

(THlSfCfiM  IS.SUMI£CT  TO  THE  PRIVACY  ACT  OP  1974  -  SEE  REVERSE) 


TRAVEL  VOUCHER  OR  SUEVOUCHER 


OOHit  pon  I  PPf  SS  HARD  lo  *^Ot  us«  0»n  : 


^AST  NAME  '  NAME  MIOOie  •>iir>AL  |(jMAU&HASA  I;»oN 


OMPLertNO  THIS  fOR 


iO.  FOR  DO  USE  ONLY 


DO  VOUCHER  NO. 


’•iA:k-.  OROIRS  '■>  ^  fs*U‘ngMQ  PRif- 


THAVI  L  f'AvMENTsOM  ADVANCES  ONOEn  THf  *.i  I  O  vOi4t.t’t»  No  P.jce.'o.u  i 

‘-'afOrt  Vl*  H-’Onp  soOrffei 


I  r  INE  RAftY  •  5m  tt9*n  ?S  ’or  .Sy  m^o/s  • 


place 

fMO  'i*  8^*  Al  t.  I9  Cl 

SuiR  ^■ffRn3Cuuniif.e;i. 


iz 

?f 

a- 

s% 

Is 

m\ 

m 

HH 

■1 

MB 

_ 

M£'Mei.iPSA6t£  EXPENSES  Cm-pC.E  fOR  HEOUCT.fcLE  M£Ac7*'V*  Z4i 


NATOHE  ANO  kXr;ANATlON 


AMT  CtAiMtD 


Lon9  distjr.c*  Ulcphone  C4l<$  a/e  certified  e$  necetsary 
in  tne  interest  of  the  Government 


R'S/MTA*S  'MT*S  (If  none,  so  st9t€i 


FROM 


S.  LEAVE  STATEMENT;  _  ^  _  davs  _ hours  tehen  between  __  and  ^ 


»  POC  TRAVEL  G  OWNER/OPERATOR  □  PASSENGER 


COMPUTATIONS 


A*wr)viNa  o»fic*R  <3ios'i»j<' 


19  \  M  WIMI  M  1  l\l  ‘M  ' 

•  »K  \i  WIMI  M  iMrwi'-  \  i 

1  i 

SUMMARY  OF  PAYMENT 


Per  Die»T> 


Actual  EApense 


Mileage  or  Transp  Allowances 


Reirnbursable  Expanses 


Total  Entitlement 


Less  Previous  Payments 


Lest  Voucher  Deductions 


Amt  Charged  ro  Acet'j  Class 


INPAYMENT  DESIRED 

lD  check  L_.  TASH 


12.  _ PER  DitM  REOUESTKO 


13.  BAS  RATE 


1  "I  I  \U  ^  ii.  •  ■  ■  V  ..  •  J 


I  hi-rvbv  riaim  any  amount  due  me.  The  sutements  on  fac  e,  r.".  .tsv. 
uiU  aUacheU  arc  true  and  complete.  Payment  or  credit  has  not  been 

recr’i'C'L 


DO;.^n  ;s1351  2 


PREVIOUS  EOlTIOri  IS  OBSOLETE, 
im 


f  -or  to  SF  1012  i.iiJ  1012. 
.  Cv  N/^RS.  CSA  An 


INDEX 


About  the  Author,  iv 
Account  and  Finance  Office,  6, 
10-11,  13-14,  16-19 
Advance  funds,  13-14 
Aero  Club  aircraft,  11-12 
Air  Force  Manpower  and 
Personnel  Center,  21 
Authenticating  official,  3 
Authentication,  3,  7,  21 
Base  Director  of  Administra¬ 
tion,  2-4,  7,  21,  23 
Base  Operations,  5,  9,  22 
Billeting  Office,  16 
Canceled  Permissive  TOY,  23 
Canceling  reservations,  9 
Comptroller,  2 
Consolidated  Base  Personnel 
Office  <CBP0),  iii,  6,  17 
Country  clearance,  5 
Denied  boarding  compensation, 
9-10 

Dependent  ID  cards,  6 
Directed  mode  of  transporta¬ 
tion,  8-9 
Direct i ves 


AFM 

75-2, 

2 

AFM 

30-130 

,  6 

AFR 

10-7, 

1, 

4-5,  21 

AFR 

28-4, 

i  i  i 

AFR 

30-4, 

17 

AFR 

35-26, 

21 

-23 

AFR 

75-8, 

2 

AFR 

90-13, 

16 

AFR 

177-103, 

1,  13,  16 

DOD 

Reg  45 

15. 

13-R,  22 

IRA 

Reg  52 

1, 

23 

JTR 

Vol  1, 

1, 

13,  15 

False 

off ici 

al 

statements 

Federal  Travel  Directory,  11 
Foreign  travel,  5 
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